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SURJRECT: Procedure for Handling Cables and Briefs for the Director

and His Principel Staffs .

e 25 YEAR RE-REVIEW
A e ,

- = rJ ¥
1., DeY¥iveation of Responsibilities:

{s) The 0SDO Ls responsible for selssting, flagping, logging, -
braaking cmﬁ “priefing, snd passing to the Cable Sscretary those cables
which are. bo-go to DGl,» In the absence of the Cable Secretary, the
Lopuby Table Secratary snd the Executive Officer, he will insure that

tho briefe go forwsrd to the DOI without de=lay and will initial the

brief: 86r the Cable Secrotary. o
{2) The Admin Agsistant is responsible for writing in the lden.

titder on Do, B/UGL and 1C cables; typing the final or smooth copy

of the cable biiefs; obtaining the indtials of the Cable Secretary or
hie Depubty on each cable briefy envelcping, receipting, and coordina-
tine the dispatch of DCI, D/DCI and IG.{and DD/I, DU/P, DD/A cebles

am vindeh DCL is included on the distyfoubion); and passing the receipts
to the CSDO after each mail is déﬁtﬁiﬂi&d to ensble him to clear those

i

“hons o his rough LOg. S

£. Covle Secretarieh Duty Officer Functions:

{a) Solecting and Flagoing: Selecting cables for the DCI and
PACI is baged upon ihe requirements a&s laid doun in the Cable Disirie
tution Guida, oSuch csbles should be flaggad with the GSDO routing
and fvnetlon 8lip smd the CSDO should lnsure that cables are handled
so preseribed in Order No, O04a52 {revized} which directs that the DCI,
/30T, DD/P (voth #3 snd #2) OD/A, DD/I and 1IG coples be clipped to-
geiher snd passed bthrough the mail room window to the C5D0, The masiter

ard w1l other copies proceed thréugh mormal steps of mail voom handiing.

{b) Legzine: A typewritten log will be maintained showing all
enbles puiled for DCI and D/DCI during the period from 0830 one day o
0820 the following day, the log showld show the IN or OUT numbers,
destination or origin, subject or icentifying data, ithe btime the cable
use dispatched fo DCI and where the cable is filed (the last colum
wiil bhe completed by the Admin Assistent). Incompletod entries will
he trensferred to the next dey's Log.

{¢c) PBreaiing Owt: Cablesdistrituted to the DCI, D/DCI and IG
should be Yoroken out® so thet oryptic expressions, shord titles,

[ |and avbreviations are identified or defined on the Cable
Secretary resling file copy to the fullest extent possible based on

Q_RonLpLm
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information avallable to the Cable Secretardiast, Thers must be no
guessinge-=gither we know, we find onb, or we say we don't know.

(4} Briefing: CIA cables distributed to the DCI end D/DCI
shouid be brisfed in draft form during the day, and in finished
form {2 blacs and 1 white) during the night, The (SDO's are respone
sible Yor briefs prepered during their shiffts, OSuch briefs should
reflect scoiirately the contents of the cable and should agree in
styla and format with the atbached samples., Where prior references
are sontained in the ourrand cable, an appropriste remsrk should be
2zda on e ceble opposite each reference; the remarks should be
i simple 2nd be little more than "previously sent®; "attached”,

% reecaived in S/C*, "Glst of cable is %, The
aurvant brlef should, as far as feasible; be complete within itsell,
i to achiewe 3hig, the sssense of prior cebles, particularly

2 such prdoyr cables were not sent to DCI, D/DCE, should be
writton inte the cwrrent brief, This obviates the necsssity for
sending the prior cables as attachments to the current cabie,

Tha Cable Seeretery’s typed initials and a date will be {yped on
all briefs. The dates showld be the ourrent date or the dalte of the
naxt resular working day in the event the twief is prepared after
nours or durdng & Sunday-Holidry period,

{e) Pessing Cables to the Coabls Secretery: Since we must make
concurvent delivery of cables +o LGL, 1/DGL snd to Db/P, DD/A, DD/I
cang 1G for cebles on which DCE is shown on distribution, all such
cables will be hendled separételdy from other cables. Cables for DCI,
B/OGL, D/P, DD/A, DD/T and IG will be given to the Cable Secretayy
in separste groups, Yhose for DCI, D/DCI s#nd the Cable Secretary's
reading £33e will have attached to them the briefs,

3, Adwdn Assistent Tunctionma

25X1

(b) Typing Uoble Briefs: She will iype in final form, or be
responsible for such typing, 2ll ceble briefs prepared in draft form
and submit o the Cable Secrstery for approval,

{c) Obtainine Initials of the Csble Secretary: She will make
certein that every brisf is initidlied by the Cabie Secretery, his

Deputy, or his Executive Officer, or in the absence of all three,
by the GSDO.
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h. Heccipting, Enveloping, and Malling:

{a} When the distribation to DCI and I/ICI is identical, which
is the usual cese, ths copiss will be receipted for on one receipt
arl enclosed in one envelowe., Copies for the DCI and D/DCI will be
kept in sepsrate stacks to permii their belng rouled at omce to DCI
and D/DCI, In the rather reve insiance when the distribution is not
identical, that copy which is an exception will be xgceipled for on
s separate receipt and enclosed in a separate single envelops within
tha lsrger envelope conteining the other cable copissg,

{b) The first Jdelivery of cables to the Admin Building is to
by oomplebed by 0830 hours on regular work days and by 09C0 hours on
Sutvrdeye,. Dellvery on other days willl be made ab 0900 unless othare
directed, thst is, we adjust our delivery timss to the actual
it scheduls of the Admin Building offlces. The matter of promptness
o effacting this first delivery of the day cennot bhe overemphasizad,
Hot less then 15 mimutes should be allowed for travel time, After

with the following Times boling sstablished zs standard or routine
dolivery times: ' :

1000 Hours
100 Hours
14500 Hours

Wnen warranted additional deliveries will be made without respect o
auy echedule. Normaliy, & scheduled run will not be delayed (never
dr the morninz ran) for a csble ctill in pro cessessthat cable should
he sent on a specisl ram 1P 1t warrents, or held until the next sche-
Fale yone

{¢c) The Masseze Centor copies of recoipts for sach meil will be
pasaed 2t onoz o the G5D0 who will check dispatched itoms ageinst his
éfze:xg&--.‘ Any item on lbe Log not showm on the receipt should be invesiigated
Imeediately,

I affeciing delivery of both DD/P copizs through the Admin Asgisw
Sant meiling desk, we iusure coordination and simltansous delivery o
e JD/F Offices of i) cables which sre also distributed to the Director,
. other DD/P materisd should be reproduced, logged, receipted, and
medled in 2 normal msaner, observing DD/P #2's request that the over-
aight accwmlation of his copies be arranged in mumericel. order for his
conveniencs. The Mail Room Chief will be responsible for enveloping
DD/P §2°s normal non<DICH copies and placing the envelopes in the hande
of the Aduin Assistant in time for dispatch on schedule, i,e., 0815,

1000, 1400, and 1600 hours.,
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